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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a responsi bl e supervisory adm nistrative
support position, the primary duties of which are assisting the
Police Chief by providing adm nistrative support, managi ng and
perform ng adm ni strative functions, and supervi si ng
subor di nat es. The Secretary to the Police Chief prepares
correspondence for the chief, maintains the chief’s schedul ed
appoi ntnents, and acts as receptionist for the Police Chief’s
office. The incunbent of this class supervises adm nistrative
support enpl oyees and oversees the training of these enpl oyees.
The Secretary to the Police Chief perforns routine duties
i ndependently with little supervision, reporting to and having
work reviewed by the Police Chief.

EXAMPLES OF WORK

Examples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Acts as receptionist for any visitors to the chief's office,
screens visitors to determne if their business warrants seeing
the chief, and directs themto other individuals or offices when
necessary. Answers or places telephone calls for the chief.
Handl es questions, requests and routine matters, or directs
callers or visitors to the appropriate individuals follow ng
department procedures. Schedul es appointnents for the Police
Chi ef as directed, keeps records of the schedule, and notifies
the Police Chief of appointnents, neetings, or other schedul ed
events. Attends neetings and takes ninutes or notes of such as
assigned by the Chief. Takes dictation and transcribes from
not es.

Assists the Police Chief with the managenent of the operations
of Adm nistrative Support Division of the departnent. Supervises
the adm nistrative support departnent enployees by assigning
wor k schedul es, work duty areas, approving | eave, and di scussi ng

wor k performance with subordinates. Provi des assistance to
enpl oyees in technical areas of work. Discusses perfornmance of
subordinates with the Police Chief. Handl es depart ment

enpl oyees by resolving enployee conplaints and grievances of
subor di nat es and counsel i ng enpl oyees who are experienci ng work

pr obl ens. Mai nt ai ns discipline by recomendi ng disciplinary
action to the Police Chief. Provi des informal or on-the-job
training for new enpl oyees. Hol ds neetings with subordinate

personnel for the purpose of receiving reports or dissem nating
information. Devel ops new procedures for office functions when
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necessary. Recommends managenent policies, goal s, and
obj ectives for the assigned division. Mai nt ai ns departnent’s
policy and procedure manual and revi ses as directed.

Recei ves, revi ews, and processes Police Chief’s mil,

i nt erdepart ment al correspondence, and other materials in
accordance with departnmental procedures. Replies to any routine
correspondence or requests as needed. Types letters, fornmns,
menos, statenents, formal reports, or any other docunents as
assigned by the Police Chief. Conposes business letters. Checks
departnment records and reports for conpleteness, accuracy and
conformty to established procedures. Proofreads and corrects
errors in records and reports or returns them for correction.
Enters routine information in departnment records, such as

accounting records, personnel records, information files, or
other related files. Reads and organizes graphs, charts,
manual s, records, reports, or related departnent docunments in
order to conpile and wite reports. Mai ntains a roster of
departnment personnel including nanmes, addresses, telephone
nunmbers, and ot her pertinent information. Enrolls new enployees
in benefits program Conpl etes all records and reports as
requi red or assigned.

Sets up and nmmintains the departnent’s filing system Fil es
correspondence, forns, records, or reports alphabetically,
nunmerically, chronol ogi cal | y, or by subj ect matt er.

Periodically perfornms inspections on systens and facilities for
mai nt ai ni ng accurate records and reports. Disposes of obsolete
files and records in accordance with established retirenent

schedules or legal requirenents. Traces mssing files.
Maintains a library or archives of materials for future use or
ref erence by departnent personnel. Operates a conputer term nal

in order to enter, copy, or renove information from files.
Locates and retrieves information or docunments from hard copy
files and the conputer database.

Perforns public relations duties such as serving as departnent
representative at nmeetings, conferences, and sem nars. Meet s
with sales representatives to review products and nakes
recommendations or decisions on purchasing supplies and
equi prent for the Adm nistrative Support Division. Locat es
repair services and arranges for repairs and mai ntenance of all
assi gned equi pment, or assigns such to qualified depart ment
personnel when needed. | nspects equi pnrent or property after
repairs to see that repairs were properly acconplished when
needed.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |isted bel ow nust
be nmet by the filing deadline for application for adm ssion to
the exam nati on.
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Must meet all requirenments of the Municipal Police and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunmentation indicating, at a mnimm that the
appl i cant has met the mninmum high school graduati on
requi renents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunentation shall include at | east
one of the followng: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nmust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must not be | ess than eighteen (18) years of age.
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